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April 22, 1994

Mr. Kevin J. Swanson
Maryland State Arxchives
350 Rowe Boulevard
Annapolis, Maryland 21401

Dear Mr. Swanson:

RE: Your discussion with Ms. Betty Wolfe of my staff on

April 20, 1994.

Records Retention and Disposal Schedule No. 1224 authorized
by the State Archivist on July 16, 1990, is designated for
the CJIS Central Repository of Data Services Division,

Department of Public Safety and Correctional Services. A
reorganization of Data Services was approved by the
Department of Budget and Fiscal Planning on August 20, 1993.

Review of internal procedures indicated that it would be
appropriate for Schedule 1224 to apply to the entire
division rather than to be limited to the Central
Repository.

We would appreciate your assistance in this redesignation.
Tt is understood that expansion of the schedule may
subsequently be required. Should you require further
information, please contact me at 764-4508.

Yours truly,
Nl 5 27~ 5= =

William H. Niemeyer II

Director

Administrative & Fiscal Services
Data Services Division

.WHN : bw
cc: Paul E. Leuba
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No. ' Description Retention
1.0 ADMINISTRATIVE
1.1 Records Management

Contains a copy of’ app11cab1e filing and retent1on
schedules.

Records Transmittal and Receipt

Contains a completed copy of DGS-RM-550-5 form.
copy maintained by the State Records Center.

Record

Certificate of Records Disposal

Record.copy maintained by State Records Center.

Meeting Minutes

Contains minutes of meetings.

Application for Access to Public Records

Contains all copies of approved Applications for Access
to Public Records.

General Correspondence

Routine correspondence.

PERSONNEL

Employee Work and Leave Reports

Contain reports docdmenting hours worked and leave taken
on the bi-weekly Employee Work and Leave Report.

Retain the schedule as .a
perpetual file by updating
when ammended or revised. i

Retain copy for three (3) year%.
Transfer to State Records

Center for 22 yrs., then l
destroy.

Retain the non-record copy for
one (1) year, then destroy.

Retain permanently. Transfer,
periodically to Maryland State
archives.

Retain for three (3) years.
Then forward to State Records
Center for destruction after
twenty-five years additional
retention.

Retain three (3) years or until
no longer needed. Then destroy.
Any policy directive or history -
of planning would retain per-
manently. Transferperiodically
to Maryland State archives.

Keep current year, plus one (1)
year then transfer to State. -
Records Center for additional

two (2) years. Then destroy.
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No. Description Retention
2.2 | Employee Payroll Exception Reports
Contains reports summarizing information obtained from Keep current year plus one (1)

" the Employee Work and Leave Report. Record copy year then transfer to State
maintained by the Department of Public Safety and Records Center for additional
Correctional Services Finance Division. two (2) years. Then destroy. .

2.3 | Personnel Roster ' )
| Contains copies of the official alphabetical rosters. Retain until superseded, then L
I destroy. |-
12.4 | Overtime/Compensatory Time Records , |
' Contains copies of documents used for the authorization Keep current year plus-one (1) .
‘ : and control of overtime and compensatory time. year then transfer to State
' ‘ Records Center for additional,
; ! two (2) years. Then destroy.
|2.5 | Auxiliary Personnel Records

2.6

Documents included in these folders are duplicates or
extracts of documents filed in the official personnel
folder. Record copy maintained by the Personnel Section
of Data Services Division. Exception: Certain other
personnel documents which must be kept for a limited
period of time as a reference shall also be included in
this file. Will be subdivided as indicated:

Request for Transfer or Withdrawal

Personnel Information Form

Efficiency Ratings

Founded Complaints and Records Involving
Disciplinary Action

Commendations

Leave Record

Secondary Employment

Miscellaneous Material

Personnel Leave Jackets

File contains all copies of A & S Reports, Leave Requests,
pertinent correspondence concerning "administrative
leave", documentation relative to any event which needs
explanation during a work period.

Leave Records

Record of all personnel's leave usage and earned.

| year then transfer to State

Retain auxiliary file as long |
as individual is employed. When
individual is transferred, .
retires, resigns, etc., forward

file to Personnel Division.

Retain file as long as individ- -
ual is employed. When individ- ~
ual is transferred, retires,
resigns, etc., forward file to
Personnel Division. :

Keep current year plus one (1)

Records Center for additional
two (2) years. Then destroy.




2.9

’2.10
2.11
l

~

2.13

2.14

.2.15

. ——

3.0
.

Contains paper copy of leave balancing f6r all
individuals of the Repository.

™
Change Reports

Contains all changes made to leave records after the
computer has been updated for the previous pay period.

Personnel Sign In/Qut File

Contains each employee's sign infout for each pay.period;
(showing starting time, breaks, lunch, and ending times.

Exception Reports (Regular and Contractual)

Congains any payroll exceptions transmitted to DPSCS
Finance Division during a pay period.

Personnel In-transit Forms

Contains information transmitted to DPSCS Finance
Division listing any payroll adjustments for each
individual.
Recruitment

Contains application pécket,~specification sheets,
eligibility lists, interview schedules, selection
criteria, and related materials and recruitment forms.
Insurance

Contains correspondence .relating to insurance (flyers,
brochures, and related materials).

Employee Organizations

Contains correspondence relating to employee organizations
such as MCEA, Credit Union, and Blood Assurance Program.

FISCAL

Daily Cash Receipt Books

Receipt books used to record fees received for copies of
various reports, applications and photographs.

" DGS=350-1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
N (CONTINUATION SHEET)
1224
PAGE
NO. 4 of 9
o. Description Retention
2.8 | Leave Accounting File

Current year plus one (1) year
then transfer to State Records
Center for two (2) years.Then
destroy.

Current year plus one (1), then
transport to State Records
Center for two (2) years.
Then destroy.

Retain current year plus one
(1), then transfer to State
Records Center for two (2)
years. Then destroy.

Current year plus one (1), then .
transfer to State Records Centelr.
for two (2) years. Then destray.

Retain current year plus one
{1) then transfer to State

| Records Center for two (2) years.

Then destroy. .

|
Retain until amended or revise,
then destroy.

Retain until amended or revise,

then destroy. :
. }

~

Retain until amended or revise,
then destroy:

Retain for three (3) years, and
until audited, then destroy.
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Daily Cash Receipt File:

3.2

3.6

3.7

4.0

ia.l

‘Department of Budget and Fiscal Planning, or any other

Contains copies of forms used to receipt for and transmit
to MSP Finance Divisiof, fees received for copies of
various reports and/or photographs.

Invoices Forwarded for Payment

Contains copies of invoices received directly from vendor
and forwarded for payment. Record copy maintained by MSP
Finance Section. S _ :

Budget Requests, Authorizations

Contains copies of documents relating to budget requests
for equipment, personnel, and training. Record copy
maintained by Finance Section.

Capital Equipment Inventory & Improvemeﬁts

Contains records relating to inventory of furniture,
typewriters, files, and related equipment; contains copie;
of warranties, loss or damage to capital equipment,
requests for repairs or salvage, improvement receipts,
etc. Record copy is maintained by Data Services Division
Headquarters.

Audit Reports
Contains any fiscal report required or requested by

responsible authority. Record copy is maintained by
Data Services Division, Headquarters.

Contracts

Create files as needed.” Contains copies of initial
contracts for leased office equipment, service contracts
for office equipment, copies of vendor contracts.

OPERATIONS

Master Criminal Fingerprint File

Fingerprint cards covering reportable events are for-
warded to the Central Repository from all law enforcement
agencies in the state.

Retain for three (3) years, and
until audited, then destroy.

Retain non-record copy one (1)
year, then destroy.

Retaim non-record copy five (5)°
years, then destroy.

Retain non-record copy three
(3) years, then destroy.

Retain non-record copy three i
(3) years, then destroy.

Retain three (3) years after
date of expiration and until .
no longer needed, then destroy.:

Retain permanently. Transfer
periodically to Maryland State
archives. '
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No. Description Retention
4.2 | Master Non-Criminal Fingerprint File

Fingerprint cards for employees, applicants, and
licensees of organizations specified by law, regulation
or petition to the Secretary of Department of Public
Safety and Correctional”Services are forwarded to the
Central Repository for processing and filing.

Duplicate Fingerprint File

Duplicate or subsequent fingerprint cards received from
criminal justice and non-criminal justice agencies are.
received, processed and filed separately from the master -
file. ' :

AN

Deceased Fingerprint File

Fingerprint cards removed from the master and duplicate
files when the subject has been identified as being
deceased by fingerprint supported data.

Inactive Fingerprint File

Fingerprint cards removed from the master and duplicate
files when the subject is 80 years old.

Petition File, et al

Contains open and closed petitions received from the
court systems in the processing of an expungement and
other associated correspondence. Record copy of petition
maintained at the courts.

MD State Police's Expunged‘Cases

Contains petition, court order, all CHRI print outs,
fingerprint card or index card relating to incident
unsupported by fingerprints, buck slips, copy of
certificate of compliance, and all other related
correspondence produced or received in the processing
of an expungement. Retained in manila folders.

Expungement Case File

File contains petitions, court orders., and related
correspondence. Expunged fingerprint.cards and other
documents are returned to the originating agencies.

Child Care Background Investigation File

File contains applications for background investigations,
computer printouts, FBI processed fingerprint cards, and
related correspondence.

Retain permanently. Transfer

to Maryland State archives
periodically.

Retain permanently. Transfer

to Maryland State archives
periodically.

Retain permanently. Transfer

to Maryland State archives
periodically.

Retain permanently. Transfer
to Maryland State archives
periodically.

Retain current year plus two
(2) years, then destroy.

Retain current year plus one
(1) year, .then destroy.

Retain in current active-: file
for three (3) years then destroy.

Retain in active file for two
(2) years; transfer to State
Records Center for additional
ten (10) years, then destroy.
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Description Retention
4.104 Child Care Disclosure File

4.11

4.12]

File contains applications for background investigation
when only a disclosure statement is required.

-~

Criminal Arrest File

(Supported by B.I1. No.) Contains copies of those arrests
which are supported by B.I. numbers$ (MSP Form 53). These
arrest reports which also show case disposition are
received from all Maryland State Police installations.

Criminal Arrest File

(Unsupported by B.I. No.)
arrests which are not supported by B.I.
(MSP .Form 53).

Contains copies of those
numbers

Criminal Arrest File

Contains copies of criminal arrest reports
number.

(Juvenile)
and case dispositions which are supported by B.I.

Bafrack Identification File -

(B.I1.) 16m microfilm of criminal case records containing
¢riminal data on subjects arrested between 1935 and 1965.

Criminal Rap Sheet File

16m microfiim of FBI and other law enforcement agencies
copies of subjects cr1m1na1 arrerst reports ‘and
disposition.

Criminal History Record Inspection File

Contains compTeted application of an individual requestin
to review and inspect criminal history record information
concerning the applicant.

Master Fingerprint Files {appl.)
Master fingerprint cards (Applicant) which have been
stored on.micro-film cartridges.

Criminal Arrest Report (CAR)

Criminal arrest report numbers 00001 to 19999, case flles
of arrest and dispositions. These reports support the
arrest supp11ed by fingerprints. .

Retain in active file for two
(2) years, transfer to St.Recon
Center for additional ten (10)
years, then destroy.

[=N

Retain originals for one (1)
year, transfer to State Records
Center for 25 years, then
destroy. Retain microfilim

as duplicate record for twenty-
five years, then destroy. '

Microfilm closed cases system-
atically. Retain original :
for one (1) year, then destroy.! - -
Retain microfilm for 25 years
then destroy.

Microfilm closed cases system-
atically. Retain originals fon
one (1) year, then destroy.
Retain microfilm for twenty-
five years, then destroy.

Retain microfilm for twenty-
five years, then destroy.

Retain microfilm for twenty-
five years, then destroy.

fe o aeee .

Retain in active file.for five
(5) years. Transfer to State

Records Center for additional

twenty years, then destroy.

Retain permanently. Transfer
periodically to Md. StateArchiﬁes

Retain microfilm for twenty-fiv'
years, then destroy.
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4.19] Challenge to Criminal History Record File
Contains completed forms an applicant submits to challenge] Retain in active file for
the comp!eteness, contents, accuracy or dissemination of five (5) years. Transfer to
his criminal history file. State Records Center for
additional “twenty years, then
destroy
4.20] Master Index File _ )

) Names of persons, incidents which identify and used to Retain microfilm for twenty-
reference record to computerized nanie Ident1f1cat1on/1ndex five.years, then destroy.
files. Index Cards: Pr1or to automation.

4.21| Statistical Reports
:  Production sheets, daily, monthly statistical activity Retain for six (6) months,
+ sheets, telephone logs, for use on monthly and yearly then destroy.
! statistical report.
1
4,221 406 lLetters

4.24

4.25

4.26

h.27

406-Letters-Visa and Immigration record check request
copies with receipts.

Private Employers

Private employers - receipts and addresses of private
employers submitted by private employers.

Tracking Number Audit Report

Contains computer priﬁtouts_which'1ist‘a11 tracking

‘numbers by ORI order that have been assigned by that

Agency.

Rope File

Contains pre-sentence investigation reports for charges
prior to 1/1/78. ' :

Detention Reports

Contains incarceration and re]ease reports from local
detentions.
D.H.M_H. Reports

Contains commitment and release reports from Mental
Health Centers.

Master ‘Name Index Deletion Report

Contains 1dent1f1cat1on data of information deleted from
Ident/Index. .

Retain three (3) years, then
destroy consistent with
Privacy and Security Laws.

Retain three (3) years, then
destroy consistent with
Privacy and Security Laws.

Retain until superseded, then
destroy.-

Retain pekmanent]y. Transfer
periodically to Maryland State
archives.

Retain until- superseded, then
destroy.

Retain until superseded, then
destroy.

Retain for one Kear from .
date of deletlon, then destroy.




6.0
6.1

7.0

7.1

7.2

7.3

Contains identification/arrest tracking data that shows
the old/versus the new data.

iADR Input Deletion Report

Contains identification and arrest .tracking information
‘deleted from Maryland on-line rap sheets. '

LEGAL

U. S. Laws

Self explanatory

State Laws

Self explanatory

Maryland Requlations

Self explanatory

Attorney ‘General Opinions

Self explanatory

LIAISON

Miscellapeous Correspondence.

Create files as needed. Recbrd copy maintained by the

originating source.

SUPPLIES AND SERVICES

Requisitions - Open

Contains cop1es of requests for materials not yet
received.

Requisitions - Closed

Copies of requests for materials which have been fi11ed
through supply channels.

Material Safety Data Sheet

Lists hazardous and toxic substances on file for each HTS

used or stored.

DGS-530-1A RECORDS RETENTION AND DISPOSAL SCHEDU LE SCHEDULE
i © ICONTINUATION SHEET) NO. 1504 _
PAGE
NO. 9 of 9
Item
Description Retention
W.29] ADR Input Change Report

Retain one (1) year from date
of change. Then destroy.

Retain one (1). year from date
of delétion. Then destroy.

Retain until repealed. Then
destroy.
Retain until repealed. Then
destroy.
Retain until repealed. Then

destroy.

Retain as a perpetual file by
updating as necessary.

Maintain three (3) years'or

until no longer needed. Then
destroy.
Retain until closed. Transfe;

to closed file.

Retain six (6):months, then
destroy.

Retain for three (3) years
after the Agency discontinues
using a specific HTS, after
which it will be forwarded to
the Records Center for an
additional thirtyseven years

"] retention.
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Lx. RECORD SERIES TITLE

Employee Payroll Except1on Reports-

5. EARTEST YEAR/LATEST YEAR

7/89 To _1990

Finance Division.

¢. RECCRD STRIES DESCRIPTION (0 o o7 DESCRIES THE TYTX2 OF INFCRMATICN/COCLMENTS[FCRNS FOWNS -
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Record copy maintained by the Department of Public Safety and Correctional Serv1ces
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{ELDG. , FLOOR, POCM |

1
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)"YES C no DPSCS Finance Division

1S. ACIESS RESTRICTICNS

C ves X NO

QYES)(NQ

BRIEFLY AKD DESCRIBE ANY HARDUARE/ ZOPFTEARE )

18§. ALDIT FEEQUIRSMENTS
(17 yes, <17 Lawm(s} & REcutaTION(S])
QO NeNE C sTATE € Fegszal O INCEPENCENT
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RECCMVENCED RETENTION

Keep current year plus one (1) year
then transfer to State Records Center
for additional two (2) years.

19. NAME AND TITLE OF pPREPARER
Pamela Dauses
Admin. Section Supervisor

20.

653-4459

TELEPHCNE NWUMEER

21. CaTE

4/11/90

CcS 330-4 (REVISED 2/87)
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13. ANNUAL ACTivLLATICN
C CcTH=R(SPECIFTY) C cT=={sP=CiFY) * 8 FILE CRAYER(S]
6 G MICRCFILM REZL!S)
RUNAER - §SMPUTIR TAPTIS)
i Sfﬂ—\.’r-_w<wr—1;£joppy
- FiLe 1s wmed / 12- FiLz ezcovEs InacTivE arTEz
C paiLy YEZFIY C vty m"::'? C wiTH(S) ¥ Yzaas)
13. CURSENT LOCATION{S] (ELDG.,FLOCR,POCHM] 12. IS REZIAS STRISS CUPLIGATES ELSTSHERST
bty Yoz, smezipy scexcy op crricz)
MSP Hgs, Bldg. G. ist Flcor, Room 108 YES C Ne CR Off-site/Sucbrook Station
. S
15, ACIZISS RESTRICTIONG € vyzs T oo 15, ALTIT REICIRMENT
(17 YEs, civ= LAEi3s] & REcuLATICN{S! /
e 7 : 5 - C oo TATE ToTsaAL oTDENDENT
Annotated Code of 'i0/Public Information Act Nes STATE C FeEc= C INZTPENDE
17.-1S AN INCEX SYSTTH USEDT (1r yES.20 LA 1N
A - 18. PSCIMENTIS PETINTION
BRIEZFLY AND CESCR!BE ANY HARQAUARZ, !CF—.!AF.Z) LT
' a// Keep cuyrrent year plus one (1) year
Q@ yes No then transfer to State Records Center
for additional two (2) years. '
19. NAVE AND TITLE CF pREPARER 20. TELEPWCAE NLOVEZR 21. BATE
- ac
Pamela Dauses . 653-4439 4/11/90
Admin. Section Supervisor A
‘£CS 330-4 (REVISZ2 2/87)




Dept. Pub Safety & Corr Services

Data Services Division

o ~nIic) ns -~ —_—e
SEPARATE FCAM FCR EACH NEWY CR FEZZESS MANMACTHMENT CL/iSien Fzzal? RECORDS [MVERTOR
RC/ISED RESZARS SERIES. FOREARS TITE MATERLTO RoAS - — =
| W[ TH RECOASS RETENTION SeEms P.C. BCX 273
(OGS 330-1). JESSLP, MARYLANS 26754 Pacz or A1 -
1. DIFARTHENT/AGENCY 2. clvisicx 3. wIT

Central Repositofy

CEFINITICN-RECCRO SERIES-

REFERIZNCE AS YELI AN

A GQRCUP CFr AZ:IATED R!C‘SR.-- NOPMALLY PILED

RETENTICON ANT Dispnw

ANC UZED AN A UNIT PoR

]TICN wirawaere

4. RECORD SERIES TITLE

% Leave Accounting File _— -

. - ]s. ma-_'xzs-'ma/uﬁs% YEAR
. 7/89 1o 1990

6. RECCRD SZRIES DESCRIPTION (

4N AT STRISS.

BRII!’L" CESCRI2Z THE TTPrPEX= Cr IHPCR&LA"XCNIBCC

.G’VTS/FOM FQCN!: N
INC’ Uz T P‘J?PC'E CR mc‘xca CFr THE 8!}"’!"

Contains paper copy of leave balancing for all individuals of the Reposftofy;"

BRIEFLY ARND DESCRIBE ANY HARCBARE/ SCr-YARZ)

C yes x NO

7. RECCRD SERIES FORMAT( S| 8. PECSRZT SZRIES STQUENCS 3. VL=
%ET.‘ER S1Z= 0 MICRCFILM C ArLewAsETICAL XFILE DRAYER(S)
Q MIcRCFILM REZL(S)
Qtscy. sSiz= O comP TER TAPS C NMvERICAL C comPuTER TAPE(S)
’ MUMBZR —
C oD B © FLePeY pis< Xc:—:%c\'c;ccxc:\; C cTr=ER(sPeClIFY)
C Aot 7aP2 € viczEo TaPs C czocorsPulcal
10. ANNUAL ACTLMULATICN
C cTr=_(sSP=z!iFY) C cT-=a(sPEclIFY) K FiLE crRAYER(S)
C MicReFILM REZL(S)
é;&f’-’- CSHPUTZR TAPE(S)
C oot esestev)
1. piLg 1S s 12 FiLs EzcoMES INaCTIVE T AFIER
G calLy )('ﬁ‘—.:—lv C wonTnY m__- G =T s) HYEAR(S}
13. CURRENT LOCATION(S] (ELDG.,FLOCR,RoCH) 14, IS EECSAD SERIZS CUPLICATED ELSTRRERS?T
bir y==, serzziry sczver or crricz)
MSP Hgs, Bldg. G, 1st Floor, Room 109 Cy=s ¥ o
15. ACIZISS mESTRICTICNS € y=s ﬂ.\;: 15. ALTIT EZSUIRSVENTS
{1r yxs, civ= tam{s] & RzouiaTicn(s) .
€ Nom K STATE C reozsa O SZPETENT
17. 1S AN INCEZX STYSTEH USES?T (1P yEs.oorwam
( 18. - RECOMAENDED RPETENTION

Current year plus one, then transfer
to State Records Center for two years.

Admin.

Section Supervisor

13. NAVE ArG TITLE OF PREPARSTR 29. TELEPHCNZ NWMEZER 21. paTE
Pamela Dauses 6353-4459 4/11/90

ccs 3s0-3 (REVIsES 2/87)




o R - RPN D ALV VR S RN B
RE/ISED RECTAT STRUES. FORIART 7:7% MATERLCO Roas .
¥iTH RECSADS RETENTICON sc==wz |- P.C. BECX 273 ) —

{Cas s30-1) JESSUP, MARYLANS 23732 PAz .}?_:r Q .

1. CEFARTIENT JAGCENCY

Dept. Pub Safety & Corr Services

2. DlyIsiaN

Data Services Division

YedtHa Repository

- - —< A GRCUP CF RZLATES = PRALL
CEFINITION -RECTRD SERIES- REA RECSRES NemuLny
REFCXINGCI AS YZLIL A" RZTONTICON ANT Dlwpne

FILES ANMC uszs AZ A UNIT FTr

4., RECORD SZRIES TITLE
;)q Change Reports -

cSITrew BIraenqry

TS

5. EARLIEST YEAR/LATZST You2

the previous pay period.

.
A

Tr= SZRIES.

INC-UC! THE PpurrcsEe C_a roNeTieN &y THE svp;‘:

Contains all changes made to leave records after the computer has beeéen- updated for

5. E"CRD g'—?l;s :&?IPTION (ERII?'L? EXICRI2Z THE TYrEL= Cr XHFCR!M-XQN/BCCZD"(TSINPS-" oS

7. RECTRD SEZRIES FCRMAT(S)

Xu:.—.-;‘a Si== O MICCFILM

8. RECTRZ SERIES

sEoUsNes

C AaLewa=T1caL

C Nt

x CRONCLCa I

C czsco=arPulcan

C cT-=RISPECIFY)

XFIL_. CRATER(S]

has C crr=zisreziFY)

C MIC2cFiLM R=TL(S)
C covPZ2 TAPE(S)

13. ANNUAL ACTLMLATICN

X FiLz caavEa(s

C o——T=ieocmtz=v)

LN r;;_' S

;: C Micrer FEZL. S
RUNSERX = CoHPUTIR TAPS(S)

C Lscar SI= O ConEUTER TAPTS
C =D Bk O FLersy clisx
C A210 TAPs C viZczas Tarc
C cr=R(<FeIiFY)
- FiLe 1S sz

C ecaiLy Xr._._._.

C woNTy

FILS STCISMES INACTIVE AFTER

c MITH{S |

K yzuais)

13, CCRERENT LOCATION( S

MSP Hgs, B8ldg. G,

(ELoG. , FLocR. Rocu|)

1st Floor, Room 108

————— N Ee—— e

&_1" Y=, SPZIirFY scx=NCYT OR CF.’(C:)

@ Y;:s )‘\ NC

BRIZXLY AND CEICRIBZR ANY MRC!ARZ.’:CP’T!ARZ)

€ v=s Axc
1S. ACZZISS FESTRICTIONS C y=s }(N: 15. ALTIT E=Qula-=os
(17 yes, c:v= rawm{s] & rRezuLaTicN(s)
C nerm STATE € peszmac C faozsocs
17. IS AN INZ=X SYSTZH USEST {1r YEs.oortalN )
18. - RECIVMENDED PETENTION

Current year plus one, then transpdrt

to State Records Center for two years.

13. NAVE AND TITLE CF PRPrareR
Pamela Dauses -
Admin. Section Supervisor

29 .-

- $53-4459

TeLEACNE NL.":‘EE.‘-'{

2t. LATE

4/11/90

——— e - « -




RC/ISES REZIAS SEZRIgS. FCR¥ART 717 EATERLIC poas i_\—w--nn_':;—.—
TITH RECSADS FETENTION SCHESULD P.C. -

(DGS 3:0-T) _ ' L JESRP, RAETLAS 2875s Picz & -F AT .
1. -‘m—/,\cc_\cv 2. DLVISicN s Ny - '

Dept. Pub Safety & Corr Services ‘Data Services Division " Central Repository

- - A QROUPr CrFr T —— S<RACE * -
EFINITION -ESCCRT SZRES- REATES RESSRIZ NORMALLY FILES ANS UsEz i3 A Wi ron
REFERZNCT AS YL Aﬂ PETINTION ANT '

I S Slemmwrmray wee vmmeww
Y

4. RECSRD S=RIES TITLE -
Personne] Sign‘In/Out File

o | 5. BAmIEsT yean/latEsT Yean
. -7/89 o 1990 -

§. 'RECoRD. s=zi1zs £EscRiPTIoN (SRIXTRT SESCRIRZ THE TYR= o INFEMIATICN [SCqumanTs [ remr pouns

1N FFE SERIES. . INciu==z THX pumsczz &R FoNCTICN CF THE SZFMI:
Contains each employee's sign in/out for each pay period.
(showing starting time; breaks; lunch; and ending times.
7. RSCSRS SERIES FORMAT(S) 8. PSCSRT STRISS sTENCE 3. veuvE
X L=TTER Si== C MICRCFILM C ArP=sa==TIcAn A FiLs coavEn(s)
c = TS|
€ Lcca Si== C CovFET=R TAPT Xh‘u.}-‘EF.XCAL M,I_C" i REs S
= C covPoTz= TAPEIS,
€ oo Bocx G FLIPFY DIsX C c=ancuccican “HERR € errzrispeciFY)
C ALzic TAPZ C VIZEC TAPS C czcmam=lcan
L. ANNCAL AcTLvMULATICN
C crrzmm(==zzirr) C cr—==z{sP=ciFy7) }{‘F“_ CEAYER(S]
C MicacrFitM FEZLlS:
:‘L,;.aaa S CTHMPUTIR TAFE(S)
C m~~—rr=tcocrt v
' - - 1z. = me =
FILZ 1S =22 , FILT SEZSMEZ INACTIVE AFTER
C cainy }{'Es_'-lv C wonTy :__L____ C meoHis) K orzamis;
s n -
13. CLARENT LICATION{S| (ELSG.,FLICR,250M) 1:. IS REZZSRT STRIDS CURLICATIS DLSTERLERET
b1r Yoz, seeziey scsvey en c»r."xc:)

MSP Hgs, Bldg. G, 1st Floor, Room 109 cyzs Kne

t

15. ACIZES FEZTEICTICNS C vy=s ‘)ﬁ NS 15. ALTIT EEZsUlas-=Ts
. — - 5
{17 yes, civ= waxis) & mRezuration(s)
» C Nz STATET C FEzz=an C 1\._:\:
17. IS AN INDIZX SYSTTH USEDT (1r yzs.zriann ) ‘ SR

15. © RECOMENTZIT PETENT
BRIErLY ANC DEZCRIBE ANY HARCEARZ/=crTIArz) _m IENRS

C YES )< NO : ' Retain currant year plus one, then
: transfer to State Records Center for
two years.
13. NAME ANS TITLE CF paEpamcexm 2. TILSA-CAE NUVESS

7 |=2r1. paT=E
Pamela Dauses o 653-4459 f 4/11/90
‘Admin. Section Supervisor ) :




FCR#%ARS
T PECORCS FETENTION SC-==(iT
(ccs s530-1) ' .

{. D—"‘m—/,tcgz\cv 2. ClVISicy

Dept. Pub Safety & Corr Services

Data Services Division

oot
Central Repository

CEFINITION -E=comm i’.IES-A QRCU»® C» Rz aATZ= RESTRI® NePxaaL LY = ANZ
REFEIZINCT AS YT A= RITENTION ANT

UO——

AS AUNIT pop

T
= P roBacvw

4., RECCR2 SEZRIES TITLE
%;Personnel In-transit Forms

S EARIZST yEar/Larzst vean

2/89 ~ 1990

for each individual.

THE TYz= cm» INPCRLATION /e

-l SN .../?CP:-‘! | g2 ':.4.

lHC—....-: THEX punesn=w

ST CR FINGTICN €F THE sSEm:

Contain§ information transmitted to DPSCS Finance bivisioh listing any payro11radjustments

. FECSRD SERIES FoaMAT(S)
X; IR S C MicecrILM
L= = C co»FTzZR Tarc
C =cir # G FuzPeY prex
T ATic TA C vizzaz TAFS

C cr=(=Fz:irr]

}Xrn_ CRATER(S)
c mc:-?::-'.t_u R=EZL!S,
F-TIR OTAPTIS)

ANTTUAL ACTLVLATICN
XHL: SEAYER( S,
S MlcRCFIlM FEzu s

SHPUTIE TAPT(S)

T S Y T

13, s " (Et=<.  Fizcs. >

MSP Hgs, Bldg. G, 1st Floor, Room 109

r2zZNzy ep ervicx)

s hPae FINANCE Div

~

13L ACIZIES RISTRICTICNS C y=s X.‘\'
{17 yes, civ= rawis) & RESULATICON S !

17. ls N‘ l«\:‘:( S‘(S:“ LL?E:T ([p Y!S-EJ"LA[“'

BRIEXLY ANZ CEICRIBE ANY HARC=ARZzcrToare )

C‘-Y.ES )(No

- EIom T ETINTICN

Retain curreat year plus one, then
transfer to State Records Center for
two yezrs.

13. NAME ANZ TITLS CF poeppscs
Pamela Dauses
Admin. Section Supervisor




Bl ~ FRLlFDL MASACE SN s~ r".I_.'.I tono bl 3 ["‘ Tt

'~ \4\. \ ClrisicnN ~ I PV N‘/'_,XE'J'

R/15=2 RIZIZAT S22, FCRu Al 717 ¥ATIRLZC poan '\__,
¥iTH REISFIS FETENTION So-T=i~c P.C. BCX 273 = '

{oGs 0.1

- 1. CEFARTIENT JAGENGY

Dept. Pub Safety & Corr Services

2. DIVISICN .
Data ‘Services Division.

3. W ’ :
Central Repository .

A CRCUPFr C» RZL AT R!C“‘RC'
CEFINITICN-AZCIRD SS=IES- NerRALLY pPrren
A3 RETENTION ANC Dlsmns

REFSAZNCGY AS Yror

ANC Uzzz Az 4 UNIT pzp

ol

RECSRD S=ERIES TITLT
Daily Cash Receipt Books:

4.

1>=rewn P veneve

5. EARLIEST YEAR/LaTEsT YZAR

1989 T _1990

§. RECIRD SZRIES LEscRlPTION (DBIETLT EEsas TeE Trrzz e INPERMATION [Eecy
. . - 7——.‘ C-...]:‘;‘

TN

vv?:/rca-- roUNT '

!NC-U_: 'n-c: PURPrCEyr’ ca FIMCTICN €7 THE szZepex

Receipt books used to record fees received for cop1es of various reports, app]1cat1ons and

photographs.

Pamela Dauses
Admin. Section Supervisor

653-4459

7. FECIRS SIRIZS FCAMAT(S) 8. FECSRT SZRIES SZamves 5. VoS A
CLETT=R Siz= C MIC2cFILy Causaz==ricae € FILT £= ATER(S )
o C MICRSFiLM REZL(S;
C L=z siz= C conv=gEx Tase NOEIICAL S campimrm Tarcs
_ Nisara
€ =xirs = I FlzFmy oo C c=onciceican \ CIFERSFECIFY)
! . " Bexes
VS ALTIC TAPT I yimz- TAFS C czzoma~uica
: 13. ANTLAL ACTLMUTATICN
! % C’.‘.—:P(Si: I K', Cc CT == (SPE_. r .’] = FilLz CF.'\’EE(S’
! %,, 8,, X S MICACFILM FEIL (S,
: ¥ Nu~3Lx s ¥R T;\FY.;S) .
| Yﬂ—\.-.-':ler,—vrv\ )
I e 7tz 1s === 12« Ptz zzemes INACTIVE aFo=
H o P~ TR : Sa v C — e s - = )
’ - [F3kgedid Mo T ‘_:L:__::_ H:‘...\s, KY-_- -3
i T
jt3 FEENT LICATION §) (ELsz. Fioc=E. ccu 12. 1S RZZ2AS sz=izz ociwiaatrs misrmemes
: bir y=z, specipe sczyzy em ervicz!
P Hgs 1¢z . < Floor. Raom 10¢ K y=s .
L MSP Hgs, Blcz. G, oor. Racm 10 A¥y=s c nc Finance Division
£. ATIIZS RESTRICTICoS S v=s Xouc 1. ALTIT RToClme=mos
{1r yes, civz La=. 3] & REZzULATICN| S
C N )‘{s—a—_ C rFe=zzzae C NP ENTENT
7. 1S AN IICEX SYSTTHOUSEIST ((p yes.zoean )
15. - RECOWMVENCES RToaTien
BriiZ>»LyY ANZ CEZZXRIBE ANY HARCBAR:./:CP_.!ARZ) . :
€ ves ¥ no Retain for three (3) years, and until
audited, then destroy.
(3. NAME AMS TITLE CF pgemamen 23. TELIP-Can NOEER 2

<. ::\Al'-

4/11/90




- -

teramAlE FurM FCR 2AGH NE¥ CR ‘Rrzcass vAUcmunT civisiew {oRsTal? RILILS DvEnTos
Re/1SED RECCRD SeRIES. FCRiAFRT 7272 HATEZELIC PTAS

¥ITH RECCRDS RETENT MeN So-==i1c= P.O. BCX 2737 . .

(CGS 330-1) ' ' | JESSLP, MARYLAND 20732 Pacz _i.OF

1. DEFARTMENT |AGENCY 2. DIVISICN oW ‘

Dept. Pub Safety & Corr Services Data Services Division - CentraI,Repository

A GRQUP GF RZLATZZ RECSRIT NG ¥ FlLes -
CEFINITICN-A=CORD SSRIES- AL FILEZ AMGC yUsz=

AZ A UNIT pon
REFERENCT AT WELL A3 RITENTION ANS SITmesiTien mrseqers

- .

1. RECORD SERUES TITLE

. . 5. EAR IEST YEAR/LATEST YEAR
th.lo petition File, et al : . 1987 == 1990
6’_ -Esccm SERIES C=SCRIFTION (BRIK."'_’.' CESCRISZ THZ TYrr= Cr XHPCMTICH/:CCL”_‘(TS/P:M rocONe
4N TFE SERIES. . INCLUEY

SX THX PURPCEZEZ Cm FUNCTICN CF THE SZPiEs

Contains open and closed petitions received from the court systems in the process1ng
of an expungement-and other assocxated correspondence

Record copy of the Petitions are maintained at the Courts.

7. RECSRD SE=RIES FCRMAT(S) 8. RECIRAZ SZRIES S=QL=NCE 3. vTu
GL=TTER SI1= O MICRCFILM. ) C/ALP!—’AETXCAL - _}X\FKLE CRAVER( S|
G a a O MicRsFILM RESL(S)
LEcaL Si1zT= CFFUTER TAPS NUOVERICAL
) s C covP =2 TAPE(S)
C =D Bock G FLZPFY Cis< C c-moncLeGican T Ceteza{sPeciFy]
C AD10 TAPSs C vizzo TaAFPS C czccrArPuICaL - i
: 13. AnviaL AcclaTion
C CTrER(SPECiFY) C cTr=R(sSPEciFY) X FILZ CRAYER(S]
' C MicaersilM F=ZLS)
- . o RCRaEsx = COMPUTEIR TAPE(S)..

C st ety

1.

FILE IS LSZD - ~ 12. FiLz szcoveEs inacTIVE AFTER
}\c:nn.v C gy - C wesaay 1:'::’::-.- - B owm=iH(s) X*ﬁ_aa(s]

13. CURRENT LOCATICN(S] (=L-=c.,FLocH. 2o ) 14. IS ESZZAD STRIZS DUPLCATES ELSEERSRE?

S2 Hqs, Bldg. G, ist Flcor, Roca 102 ;{' LTy STESIFY ssEver om ervd ezl

, _ == NS griginators

1. ACZZSES FRESTRICTICNS E(st € No 1s. ALTIT EEculs=s=2 o E

(1 yes, ci17= tawxis) & mezutaTicn{s) ' : :

. C No = - TATE %\ === C INCEESNDENT

MD Annotated Code: Art. 27, §735-741, §292. N X stae Kresesa IPCE

17. S AN DX SYSTEH USES? 1P Y2S.Z0PLAIN
: ( 18, RSCOHMRENEEIZ ETENTICN
HEIB,.LY ARND CESCRIBE ANY HAHC!ARE/:’.C'—.3ARZ) . .

ﬂ\"is C nNo Retain current year plus two (2)

3x5 index lists all activity of correspondence years, then destroy.

received concerning each expunged case plus
identifiers leading to the cases.

13. NA¥E AND TITLE CF PReErParRsR 20. TELEFPHCNE NOEER 21. caTZ
Pamela Dauses 653-4459 : ©4/11/90
Admin. Section Supervisor . _ : S
a = I —

—

CcS 330-4 (REVIEE] 2/87)




REVISES REICAT SERIES. FOAaATT TIT! WATZELIC RTAZ : - -
9T RECIATS RETENTION STESLLE . P.C. Bcx 27: - '/0 '

(CGs s1a-1) JISP, MARYLAS 23731 LZer A0
L‘D_:Fm\—;/,\ca\m 2. CIVISieN 1. T

Depi. Pub Safety & Corr Serviceas Data Services Division Central Repository

A G P CF p=Z: T==
ZFINITION -RECSRA szmies-* ©R°¢ PzA

b p———

REFEITINCT AS YEL

RECTRCSZ
AZ RTTENTION ANT

NCPMALLY pFlLSS ANS UIZZ AS A uNIT reoRr

1. RECSRD SSRIES TITLE : :

%" Expungement Case File

Slesswr=r1oy Prroesare

5. EARLIEST YEAR/LATEST YEAR
1988 Tt 1990

BRIXMLY CEZSCRIRZ
TN SE=RIZs.

6. RECCRD SSRIES LESCRIPTION |

—

Contains Petition, :
from law enforcement agencies,
processing of an expungement.

™E TYrr= cr

Court Order, all CHRI pfint outs,
and all related corresponcence recaived or produced in the

Expunged fingerprint cards and other documents are returned to the originating agencies.‘

INFCAAT)Y cn[:cc;‘:a-;vrslrcm:: FoUNzs

THX PURSCET. eR Fuyce

INcLucs TGN CF THE SZFo=z<

buck slips, Tetters of exbungement

7. RECCRD SERIES FCRMAT(S) 8. RECSRT STRIES ST=Nes 5. veiua=
?/1__."".'_?. SI= O MICRCFILM T/AI_’.*-'AETl ‘ ,&(\FILE-E?A?ER(SI
C MicRIFILM E=ZL{S]
Cr=cu siz= O coPTEIR Tart C NovERica
S NoERL 0 ¢ o TAPE!S)
1 N M2
< xud Bock O FLoPeY Cisx T c-Eoncuccical T CTHER | SPECIFY)
| .
S Atio TaPs € vizas TAFs : S cEzomaAHiIcaL
: biol o Asoman AczaaTion
S cTrER({sPeziFY) C cT=a(sFeciFy) ! x FILZ CEATTI!(S]
E 20 C Micaer M F=zU.S!
i RCRIET © CoMPUTIR TAFE.S|
C oot ooer~rvt
1 FiLz s wmeo 12 FiLz szcoves puaeTive ares
CTAlILY T gEmoy C uerTay l T vooH(s| AY-;_:;.;s;
13. CURRENT LOCATICN(S| (SLoc.,FLIcR,2oaM) 14, IS FEIIFZ SISITS CUPL!CATED fLSTEeI=c
' {17 yoz, sepeziry szvvey om crricz)
s B oh! - FiA~~ Am—- 7 - ~ im e P A
187 Hgs, Bidg. G, Tst floor. Recn 102 >§*E= = N MD's law enforcsment agencie
it ACZZIS ASITRICTICNS Xvyzs I sz 15, ALT!T mEzliss= s
‘ {17 yes, €172 Lazis! & RezUias :.(:.
- C Nz STATE T=zmaL C NSIRDNETENT
‘MD Annotated Code: Art. 27. §73z-72% & §2¢2. }< X rezzza 1
17. 1S AN IMTEX SYsST=H L= {17 y=s.zo»ea N
18. RSCIVMETEIZ S=TDINTICN
BRIEF.Y AKND LCESCR!BE ANY H.AP:!A?',I:CP-.'!ARZ} .
of S . .
%\YES 'fo o . Retain in current active file for two
3x5 index lists all activity ¢ correspondencs (2) years, then destroy.
received concerning each expungsZ czsa plus
identifiers leading to the cases.
13. NAWE AND TITLE OF peesascn 23, TILEZPECIE NOEZR 2. patz
Pamela Dauses 633-4459 4/11/90
Admin. Section Supervisor _
l ‘gcs 1s39-4 (REVISZZ 2/87 '




1

INSTECTICN'S--TYPE CR PRINT A CEFARTMENT CF CZNE=AL S==,:2T3 '
: . : ALy A -
SZPARATE FCRM FOR EACH NE¥ CR FIZCTADS MANACIUINT DIVISien ~z20CY RzCORDS TMVENTOQRY
REVIECD RECCRD SERIES. FCRiARD 7173 EATERLCSC PLAD
¥1TH RECORDS RETENTION SCHECULE P.C. BCX 27 ,
(oGS 330-1) - ' ' JESSUP, MARYLAND 28734 Pacz | or 37
1. DEFARTMENT/AGINCY 2. DIvVIsSIeN : 1. Wi
Dept. Pub Safety & Corr Services | Data Services Division Central Repository
CEFINITION -RECORD SZR‘IES-A GROUP CF RELATEI RECZTRLCS NOPMALLY FILET ANC USET AS A uUNIT ren
REFERIMCE AS YELL A RETENMTICON AMNC Slepcmr=raw B OwAgww
k]
44. RECORD SZRIES TITLE - ) 5. EARLIEST YEAR/LATEST YEAR
" - . - - k3 : N : - - ‘= ¢
A'Chi]d Care Background Investigatton File . 1986 o 1990
s. CCRD STRIES DESCRIPTION (BRIXPLY CESCRIEZ THE TYPEZ CFr IMFCRMA ?XCN/COCLR\(TSI.YCN FoOUNDR
: 4N TS SSRIES. S

INQLUCE THXE PURPCZE Cn FUNCTICN OF THE sEIES)

File contains applications for background investigatidns, computer printouts, FBI processed
fingerprint cards, and related correspondence

The series of forms are used to process the criminal background check for applicants who work
with or supervise children, in accordance with Family Law Article 5-560, et. seq.

7. RECORD SERIES FORMAT(S) 8. RECCRZ SERIES STQl=NCE 3. VCLLvE
}Ku‘:—.za S1z= O MICRCFILM C ALPUASETICAL JFILE DRA¥ER(S)
a oy . O MICRCFILM REEL(S)
LEGAlL SI1xX 0O ComPUTER TAPE }(Nu&:mc;\x. é e c 2T (s}
O“(FUIL- AF—‘
N :
0 oD BOocK O FLCPSY Dis C crmonNcLoGicaL, LHBER g CTHER(SPECIFY|
Q AaLnia TAPE. O VILEDS TAPS C czccrarPHtcal
13. ANNLAL ACCLMULATION
0 oTHER( SPECIFY) G oTrER(SPECIFY) X FiLE CRAWER(S]
b 0 MICRCFILM REZL(S)
;riw._ng S COMPUTER TAPE(S)
QG e e vy
1. piLe 15 usED 1z.

FILE EEZSMES INACTIVE AFTER
DAILY - € wEzay C veNTAY C »oTH(Ss) )fmn(s)

LMMes

e e LOCATICN(S] [BLDG. FLOCR, PooM] 12. IS RECIAT STRIZS CUPLICATED ELSTSHERS?
1da. G.. 1st Floor t1r yzs=,. sereciry scEvey or erriez)
MSP Hgs, Bldg G‘, & e ;(Nc |

15, ACZESS RESTRICTICNS C y=s C xNo 16. ALTIT EESUIRSMENTS
{1» yes, civ= Law{s] & RecutaTicn] S}

Art. 27, Sec. 742-755; Title 12 € noe K star X Fmzaan O 0CEPENDENT

17. IS AN INCEX SYSTEH USED? ((r yRS.Z0PLAIN
BRIEFLY AND DESCRIBE ANY HARDUAREZ/SCrvwARE ) 18. FECOMDTED PETENTICN

XYES S No

Retain in active file for two (2) years;’
~transfer to State Records Center for addi-

Numerical -’Crosé referenced alphabetically by | tional ten (10) years., then destroy.
‘computer.
19. NAVME AND TITLE OF PREPARER 20. TELEP-CNE NWLMVEER 21. BDATE
Pamela Dauses - - 653-4459 . ' 4/11/90
Admin. Section Supervisor . :

CCsS 330-a4 (REVISEZ 2/87)




IHSTARCTIQNS - -T(PE CR PRINT A CEFARTYENT CF QENESAr, SIS ICES - .
SEPARATE FGCAM FCR EACH NEW CR RECIRSS MAMASIMENT pivISieN . ~224CY RZICORDS [NVENTORY
REV1SED RECCRT SZRIES. FCRYART I7Y EATERLCO RCAS B

¥ITH RECORCS RETENTION SCQHESLE P.C. BCX 27 . _ g

(pGsS ss0-1) ) ’ JESR?P, MARYLAND 28754 _PACZ L_OF ,Q7'_

1. DEFARTMENT/AGENCY 2. DiVIsSIeN 3. Wit :

Dept. Pub Safety & Corr Services Data Services Division Central Repository

CEFINITION -RECSRD i’.XES-A GROUP CF RELATEI RECTRES NOPMALLY FILES AnC usEs A A UNIT FroRr

DEFERENCE A% XEL A3 RTTINTION ANC Sisrost—ien woasgges
l“o' RECORD SERIES TITLT . ' . 5.TEARLIEST YEAR/LATEST Y&
Li“Child Care Disclosure File - =AR

86 . To 1990 - -

¢
cr- lHFCRHA?:CH/:CCL’)’_‘(?S/YCM rouNe
UCE THX PURPCESE on FUNCTICN OF THE sZmEs!

6. RECCRD STRIES CESCRIPTION (TH/F7-Y BEScRi=z THE TYPI=
. N FrE SERIES. . INCL

File contains applications for background investigation when only a disclosure statement is
required. ' :

The series of forms are used to process the criminal background check for applicants who work
with or supervise children, in accordance with Family Law Art. 5-560, et. seq.

7. RECCRO SERIES FORMAT(S) 8. RECCRZ SERIES SSQUENCE 9. VCLUME
)!(x_s'.-rza S1z= O MICRCFILM C ALPHASETICAL X FILE DRAWER(S)
aLs - O e - Q MICRCFILM REEZL(S)
LECAL SITx= COHMFPTER TAPS XNL.EQXCAL C coMPUTER TAPE(S)
0 oD BocK O FLGPSY DIk € croncuccical qu.a d CTHER(SPECIFY)
O acotle TAPS. C vices Taps C czcararPuIcaL
18. ANNUAL ACCIMULATION
0 oTH=ER|SPECIFY) C cr=Rr{srP=cirY] XF“-E CRAYER(S)
: O MICRCFILM REZL(S)
RCeazR O COMPUTER TAPE(S)
0 ool coeriEY
1. piLE 1S usED 12. FiLs EEcovEs nacTiVE AFTER
)(nmur C szl Yy C woeNTALY L_;:?_,_ '€ Mo S) XYEAR(S)
\, 2 e oy
13. CURRENT LOCATICN(S) {BLDG. ,FLOCR, PoCH ) 12. 1S PECCAD SERIZS CUPLICATED ELSEYHERS?
MSP Hgs, Bldg. G, 1st Floor tir yes, smeciry soEvcy or crriez)
8 yes K no
‘1S . ACZESS RESTRICTICNS CYES € no 16. ALTIT FSUIRSYENTS
(1" yes, civ= Law(s] & recutaTicn(s]
. a Tz —n NT
Art. 27, Sec. 742-755; Title 12 Nea R stams X recesa @ ieEroees
17. IS AN INCEX SYSTTH USEDT (1w yms.zoriaIN P e
BRIEFLY AND DEICRIBE ANY HAROHARE/ 2QrTEZARE ) 18- FECm = RETIoN . ) A .
)§ & ‘ , Retain in active file for two (2) years,
YES NO Transfer to State Records Center for .
Alphabetical - additional ten (10) years, then destory.
13. NAVE AND TITLE OF pPREPARSR 20. TIZLEARCANE NMUOVEER 21. BaATE
Pamela Dauses - _ : - 653-4459 : 4/11/90
Admin. Section Supervisor

CCS 330-4 (REVISEC 2/87)




] e - Ttmesiiam v it U
. —~

/IS RICCAT SZIRIES. ForeaARs 7175 TATIRLZIC Poas o T—
1TH REfsAos RETENTION So-EniE P.c X 27: :

- . - n
'nGS 310-1)- ' | JESSUP, RATYLANS 22731 Pacz [D or 21
DEFARTMENT/ACENCY 2. DIviSIicN .owNIT

.Dept. Pub Safety & Corr Services| - Data Services Division | Central Repository

A GRCUP QF PXIATZD RETTRSE NOPMALS = -
SZFINITICN-RECSRD STRUSS- : SRY FILS2 ANC UTES Az A wniT Fom

REZEFERINCE AS YZLl AS PITZNTION ANTD Sismarrriev DR ere

{. RECSRO STRIES TITLS . 5. EARLTEST YEAR/LATEST YZix

d(.\‘\ Barrack Identification Number (BIN) . - 13 g0 1965

! ' x> BZ THXZ TY>z=
. RECSRD STRIES CIscrIFTioN (PRIETLY Crscal TYTZZ oF INFcrRua
; : - 4N FHE STRIES.

TIeN/ZocumwmNTs [rORK Fone

A . . INCLLZE Ty PURPCEE e FONCTICN OF THE RZP.'IZS)
Criminal Arrest file supported by BI Number, contains copies of those arrests ' '
which are supported by BI Numbers, show dispositions from MSP installations.

RECIRZ SZRIEZS FCRMAT!S) 8. FEITRZS SZRIZS SsaiTNes 9. VCllaes
S LeTrER siz= K Micesriy € ALsws==—{caL € FILE pRAFER(S)
c . X MICRCFILM F=ZL!S)
3 L=c - FEoTIR TaAS Yokl R ad-
- L=ZCAL S = CINFTZR TASS X NOVYERICAL 37 c CoAP =3 Tr'\FE(S}
NoxazZa — e -
.: NS SCCK T FLIFFY o< S C=oNcLizoican C crr=r(srPeciry)
S AUTIC TAPS I VizZ:s Tase - CTCIEAR=ICAL
10. ANULAL AcsiaraTic
= CT=R sPLCiFY) < CrER{EF=IiFY) T FiLE CEAYSR(S)
C MICRCFILM REZL!S)
/s
Fuuaz% £ covPpuTER TAPE(S)
. C Ao~z
V- FiLz 1S wsz=s - 12. Fils =zsoves inactive ATTER
C calwy < sEzoy PGk :72;5,__:_ € »=awis) £ yeangs)
Po GURRINT LOQATION(S; (2., FLocR, Boon) 14. IS EZzczs s=air-s SUPLICATES ELSToEns?
‘ &:r Y=, SPT='wy szuyvev o orwie=)
3.ildin: G 15t fiscr /AYE3 B NG 5245 Racoris Centar
$. ACZIES RESTEICTIONS € yzs G s 15, ALTIT ESsUIlRe=T
{ir yes, civz Lam{s) & rzsuiaTicN( s ) "
’ : 5 ; s T C xa= STATEZ C F=ozza € ooso@sENT
Article 27 Section 7d42-755 Title 12 . el =RERA R e =
TIIS AN INDEX SYSTEH L=To: 1P YES.23reAIN
{ . 18. FECTMEDTID EETENTION
BRIEFLY AKZ CSSCARlEZ ANY HARCEARZzoprrwars ) ‘ . S
o Y:'S 32{ o ) _ Retain microfilm for twenty-five years then
= ~ destroy.
t
1. RAVE AND TITLES CF pezPAr== 20. TILIP-CANT NLOo===X 21. BATE

Joanna Graves . 653-4253 o 4/8/90



1HSTALCTICNS - -TIPE CR PRINT A CEFARTMENTT CF CQZNERAL SIFVICEIS P

SIPARATE FCRM FOR EACH NEW OR SCIASS MANACIMENT DIVISICN CoRczal? RECORIS O IMVENTORY
REVISED RECCRS SERIES., FORWARD 7273 WATERLOO RCAD

$1TH RECORCS RETENTION SCEIXLE . P.O. BCX 273 . 4

(DGS 530-1) ' ‘ JESSUP, MARYLAND 22732 - PAcz L_CF a1

1. DEFARTHENT/AGINCY 2. DlVISICN 3. NI

Dept. Pub Safety & Corr Services Data Services Division Central Repository

A GROUP QF RELA S RXC2ZRD Q 0 -
CEFINITICN-RECORD SZRIES- ™= 3 NORMALLY riLez
REFERENCEZ AS YZELIL A% RTZTENTION ANTD =lsmns

A

] i. RECORD SERIES TITLE ) - :

AN USEZ AS A UNIT Fenr

ITICN ®romaqwrw

‘H(: .. . o 0 . : 5. EARLIEST YEAR/LATEST YEAR
‘“Criminal History Record Inspection File ) : 7/89 1o 4/90

6. RECCRD SSRIES DESCRIPTION (CR/KTLY DESCRIRZ THE TYrrz or

INFORUATISN/SCCiMaNTS [FEPT POUNT
UM TR SERIES. . INcLuceE

THXE PURPCSE CR FUNCTICN CF THE BERIES)

Contains completed application of an indiviqua1 reQuestjng to review and inspect
criminal history record information concerning the applicant.

7. RECSRD SERIES FORMAT(S) 8. RECSRC SERIES STOLTNCED 9. VCLLME -
)(LETTE:R Siz= O MICRCFILM C ALPWAEETICAL H rites craveR(s)
a g a . / Q MICRCFILM REZL(S)
— . .
LECAL Siz= CONMFUTER TAPE NOMER I CAL /! Cc T2 TAPE(S)
. NLUHBEZR
0 oo Bock O FLePsY pDisk R crmoncLocican © @ cTEER{SPECIFY]
O ALDIO TAPE. C VICES TaPs G czccraPHlCAaL
19. ANNUAL ACTLMULATION
0 oTrER(SPECIFY) © oTHER|SPECIFY) B riLe CRAYER(S)
/" O MICRCFILM REZL(S)
wRaER 1 COMPUTER TAPE(S)
. O orestceriFv
'"- piLe 15 uszD 12- FiLs EEcoMES INACTIVE AFTER
DAILY C SEZMLY C monNT [ C Mm=TH(s A AR!S}
X MY MONTHLY . {si YEAR{S}

13, CORRENT LCCATICON(S] (ELDC.,F'LOCR.m) 12. 18 REczan SERIEZS CUPLICATED ELSTOHER=T

: ti1r yzs, serreiry sczver onr crriez)
MSP Hgs., Bldg. G, 1st floor. a ves ’(Nc

15. ACTJESS RESTRICTICNS € vyEs C no 16. ALTIT FESUIRSMTNTS
{17 yxs, ciT= Law{s] & recutaTiON|S)

ART: 37 Séc. 743-755. TiTte 1R o nom Kseaz Kresesa O pozrmoent

17. 18 AN INCEX SYSTEM USED? {1 yY=s.2oPwAIN )
18. PRECOVYENCED RETTNTICN
BRIEYLY AKD DEICRIBE ANY HARQ!ARK/SOF-.!ARZ)

o ves R no Retain in active file for five (5) years.
‘ ' Transfer to State Records Center for
additional twenty years, then destroy.

{9. NAME AND TITLE OF pPREPARER 20. TELEFPCHNE NUMEER 21. CATE

Pamela Dauses 653-4459 ' 4/11/90
Admin. Section Supervisor y

CCS 330-4 [(REVISET 2/87)




FE'/{:-::‘_‘: REZCCRZ SERIES. FCrTi;wt 7373 WATERLCC pPzas

¥1TH RECIRSS RETENTICN SCECULE = P.C. X 272 o

~(DGS 3:0-1) ' ' JESSUP, MARYLANS 20734 Pacz: /O cr 21

Mg, pept, Public Sajety and- | R 3 T Contral Repository
Correctional Seavices Data Setvices Division Fingerprint Section

A GRCUP CF REZLATEZT RECTRES NCPMALLY FlLes

CEFINITION-RECCRD SERIES- ANT UZED AS A UNIT Fror

REFERENCE AS YELL AS RETENTICN AND DISrOSITICN puompqere

‘ﬁA. RECSRD SERIES TITLE ) 5. EARLIEST YEAR/LATEST YEAR
: LLITUASTER FINGERPRINT FILE (APPLICANT) . ' 1972 v /985

- -

' - - - - o,
6. RECCRD SZRIES DESCRIPTION (o0 o o7 CESCRIRS THE TYPX2 CF INFCRUATION/COCUMENTS/PCRMS FOUNE
tN FrE SERIES. . INcunucz

T PURPCEE Cx FUNCTICN OF THE IZP.TZSV
Master §ingerprint cards (APPLICANT) widich have bezn stexed on micio-§ifm cartridges.

7. RECORD SERIES FORMAT(S) 8. RECCRD SEZRIES SZal=NC= 3. VOLLME

O 1L=TTER SIz= @ MICRCFILM C ALPUASETICAL O FILE DRAYER(S)

c a - MICRCFILX. REZL({S]
N _— — . N

LEGAL SIT= COMFUTER TAPTS C NMVESICAL '!L_“* C coMPUTER TAPE(S)
Cxacn
C pcinD BocK G FLOPPY DlsK C c=oncLcelcAaL C CTHER(SPECIFY)
C Avzio TAPE C viceEc Tars S czocRAPHICAL
13. ANNUAL ACCLMULATICHN
C cTr=2(SPEciFY) X crr=z|sPeciFY) O FILE CRAYER(S]
. ’ ¢ % 98 4 i
Fourzasesant fewmuda ¢ © MIcRCFILM RE-""‘S_’
N Ro<BEn © COMPUTER TAPE(S)
C Aestese~1FV)
1t FIL‘_:_/‘S uSES 12. FlLE EZcavES INACTIVE AFTER (Never)
CAILY C $==rayY C wonTHLY r_’_,,,_ C mMoNTH(S) C YEAR(S)

13. CURSENT LOCATION(S| (ELDG.,FLOCR,PSCM) 12. 1S RESSAS STRIES CUPL ICATED ELSE¥HERE?
C-imnuat Ju.st{.cia Iu;’,g;:natic;z _S:,(:g-l'*i.» ti1r y=s, sreciry scexcy or crricz)
Contxac Rancattoty Furggintint SITuidn C v 2o
M3P Hgs, Bidg. G., 1st Floor

1S. ACIZSES RESTRICTICNS C y=s T NE 15s. ALTIT RESCIR==TS
{1" yes, civ=z Lam{s] & RecuraTiCN(S! . P

: . Soged - Sy ErESA T ENT
Avt. 27, Section 747-755 Tditle 12 CNE € sSTATE @ FEcsaal O INEFDEENT

17. 1S AN INSEX SYSTEM USED? (4 B3P
l1r vEs.exruain 18. RSCSMMENTES RETENTION
BRIEFLY ANC CESCRIBE ANY H.ARC!AP.!.ISCF-.!AR:] *
Retain permanently. Transfer periodically

g yes L’/ NO to Maryland State Archives.

. 13. NA¥E AND TITLE OF pgErpaArReR 29. TELEFPHCAE NLME=R 21. DATE
Masine James - ;
Supetvisct, Fingerprint Section (301) 653-44§4 , 479790

Ccs 3:9-4 (REVISED 2/87)




. . _ SUTIONY I rARNA e
IPARATI FOAM FCR EAQH Nw CR FEITAZS MANACIMENT CivIS:ias: A2l “--OP\’Jb Vet o=Y
T/ISE> pzocAT SEZRIES. FOREARS 7ITT WATERLCC poans -

{ITH RZ-25=S RETENTION So===inc P.C. BoX 27t : -
' to oo =y - - ya=n, PAC‘:JQ Q 4"
1DGS 3r3-1) ~ISERT, KARYLAND 22754 F —
. DEFASTMENT JAGENCY 2. DIviSIcN 3. WNIT .
. Dept. Pub Safety & Corr Service - Data Services Division Central Repository

~rrINITICN "‘"'C"':D SERIES A QRCUP CF pEiATEZS RECTRES NCPMALLY riLes
- i e ws =
. REFIRINCY AS YZL! A= RETENTICON AND

ANC UsSxD s A UNIT F2n

SISRCTITION »omqere

4. RECCAS S=RIES TITLE

e

1% Criminal Arrest Reoort - (CAR)

5. EARLIEST YEAR/LATIST YEAR

1935 To 1945

X¥.Y CIsScRi=2Z THEZ

SZRIES.

F=

. \PECSAD SERIES DEscRIFTIoN (PR
. TN

t numbers 00001 to 19
These reports support the a

Criminal arrest repor
dispositions.

Trrez o IHFc:-.-—'A.‘!cn/-z;cc::u:vr:/rcm:'z roUNS

INCLLZZ

9999,
rrest

Y rUoPRCer [=2 ] FUNCTICN CF THE S:P.'::Sl
case files of arrest and

the arrest supplied by fingerprints.

FEI2AC STRIZS FORMAT(S) 8. FEITAZ SIZIRIEZS sTamies 3. VCoLly=
S LETTER si= Xuxc_?:ru_q C Arsua=TIcaL C FILE crRaT=R(s)
- c X & MICRCFILN RZZL'S)
z el - PN Thaoc — I
L2, sSi= (et ¥ = Sery T AT NOZTEioao 120 c coaPLT== T;..F‘E;S'
R = NoMozZ . R
‘ - XS K T FLCFEY Zisx S oREoacLzcican C cTrzal{sFzoiry]
S ALTIC TAPT I vizzz TasT T czcoEAReIcAL
10, AoaeaL Acoiv AT ICN
: C":—l?;SPS.::E—‘.’) oy C-.—.“Z_':{S."-E::FY) < FlLE CF.'\'IE-:-(S;
C MIcROFILM REZL(S)
RGSEER 9 coMPuUTZR TAPZ(S)
C A~———oicose=1v"
Yo ziiz s Lers 2. FiLz EzisvEs nacTive AFTER
T calLy C ==y XH:“‘T'.-"_‘.’ 7"__ C »THis) € YZaR!s]
CCRFINT LOCATICN(S) (=i=c JFLOCR, Poen) 12. 1S mRzzoz- SZRIZE CUPLICATED ELSTo===3
btr yo=r speciwe 2=2NCY cr crvicz)
Cy XYyzs = nc -
- Buildinz G lst floor = State Records Center
“t. ACZZ=s FESTRICTICNS X v=s C nc 16. ALTIT FESvlas=
{17 Y3, civx tam{s) & REZIZULATICON| =) ST
Article 27 Section 742-755 & Title 12 CNaE X STATZ € pzozza O pessogeyT
7o 1S AN INDEX SYSTEM USZDT (1p yes.zseoa : '
== ‘ 18. FECoVZ2NZIT BTN
BRIZFLY ANZ DESCRIE= ANY MARCRARZscrrmaAre ) . . == Tion
Sid number-Arrest number. Bl number and Retain micrafilm for twenty-five years, then
K y=s O No indexed to CRT Terminal. destroy
3. NAVZ AD TilTLT OF PE=ZRPAF== ~3. TILIP-CNE NLU.==3 11, pATE.
= N A oee o - - - -



1HSTELCTICN!'S--TYPE CR PRINT A
SEPARATE FCRM FCR RACH NEY CR

¥ITH RECORTCS RETENTION
(pGs 530-1)

‘REVISED RECCRS SERIES. FORWARS

SCELULE

CEFARTMENT CF

CoNERAL €IZTVIgIs
RECTASS MANACIMENT BIVISioN
7375 WATERLCGO RTAD
P.O. BCX 273

JESS?, MARYLAND 26734

FZZHCY RECDRDS IHVENTOR

. PAcz ‘LZQF ﬂ__

1. DEFARTMENT/AGENCY

Dept. Pub Safety & Corr Services

2. DlvisienN

Data Services Division

3. WNIT
Central Repository

CEFINITICN-RECSRD SERIES-

A GROUP QF RELATED RECTSRDS NORMALLY FiLc=

ANT UTET AZ A UNIT pon

REFIERENCY AS YELL AN RETENTICN ANT Slemeesr=roy Prraowaqwe

- -

RECORD SERIES TITLE

\%ha11enge to Criminal History Record File

5. EARIEST YEAR/LATEST YEAR

7/89 1o 4/90

accuracy or dissemination of

4N TrHEZ SERIES.

his criminal history file.

6. RECORS SEZRIES CESCRIPTION (o o PFSERIRS THE TY7ES OF INFEmUTISN/mccuwents/reme rouwe

INCLUSE THE purrc=r cx FUNMCTICN OF TME SEFIES

Contains‘completed forms an applicant submits to challenge the completeness, contents,

7. RECORD S&ERIES FORMAT(S])

X LETTER SIZ= QO MICRCFILM
Q 1=scal Siz= O ConiPUTER TAPS
0 o BocK O FLePSY plsk
Q Aarpto Tars Q vicEo TAPS

Q OTHER(SPECIFY)

8. RECSRT SZRIES SEQLINCE
C AlPuASETICAL
0 m>=R1caL
ycx—'.?c:ﬁcx.ocxc:d.
C czcararHlICcAL

C oTr=Rr(SP=CIFY)

9. VoLL»E -

K FiLE DRA¥ER(S)

O MICRCFILM REEL(S)
C COMPUTER TAPE(S)
d CTHER{SPECIFY)

Vs

NLMBacsR

13. ANNLAL ACCMULATION

R FILE CRAYER(S]

,'/3\ G MICRCFILM REEL(S)
CNEET S COMPUTER TAPE(S)

0 ool e el

1. FlLE IS UsED 1Z. FiLs E=zoves INacTIVE AFTER
)( CAILY C $EDmLY C moNTHLY :.:r_l:?__. C meTH{S) ﬂ\YEAR(Sl
13. CURKENT LOCATICN(S| (ELDG.,FLOCR,ROCH) 12. IS BSCSAT SZRiTS CUPLICATED ELSE¥REREY
MD State Police Hgs, Bldg. G, 1st floor 17 ves, se=ciry scever on c,,(c-)
C y=s )‘\.\o
15. ACIEES RESTRICTICNS ‘KYES C nec 16. ALTIT FZagis=—-=27s
(17 yes, ci1T= rLazm{s]) & recuiaTion|s) )
ART 37, A M2-755, TitLe il ©ne= Aswae Wrmsa O nesrscen
l7t IS AN INCEZX SYSTEM UsSED7? ([p YES.ZOPLAIM
BRIEZ®LY AKND DESCR!IBE ANY HARDBAR:/SOP_.BARE) 18- RECo = TN .
aves K no Retain in active file for five (5) years.
Transfer to State Records Center for
additional twenty years, then destroy.

19.

NANVME AND TITLE OF pRospPareR 20.

Pamela Dauses 653-44589

Admin. Section Supervisor

TELEPECNE NWMEER

21. CATE

4/11/90

CSS 330-4 (REVISED 2/87)




Z/1SE2 pICcAT SZRIES. FCRRARS

— et e

7ITH REIZASS RETENTION So<==iis P.C. _ _
‘EGS s:0-1T ' ) ‘ ' sz (B d L7

. DEFARTMENT [AGEINCY 2. DIYISIeN o T.owNIT i
Dept. Pub Safety & Corr Service; ~ Data Services Division o Central Repository

: A GQRCUP CF RZIATET RXSTASE NCPMALL . = -
IFINITICN -R=CCRD SERIES- Y FilizZs oanc U=z As A UNIT Fran
REFERZNCE AS WZli A% RITENTION ANS BISres1T1oy »ieemere

t. RECORS SERIES TITLE T . .. . 5. EARLIIST YEAR/LATEST YEar
420 paster Index File ' - 1335 7o 1965

.. PECSRD SZRIES LISCRIFTION (BRIXILY SESCRI=Z THE TYRIz oF INFSRATION /2eC N TS frermea rowne
. N FRE STRIES, - CINCLUZE THE pumscE=r ex FUINCTICN :OF THE SEmzs)
Names of persons; incidents which identify and used to reference record tg
computerized name Identification/Index files.

Index Cards: Prior to automatioa

C FILE DARA¥=R(S)
F MicRCFILN F=ZL(S)
T coapTza TaFS( S

STHER(SFTLiFY)
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RUSEER S CIMPUTER TAPS(S)

T STy

INASTIVE ArTER .
S wEraoy T : C M=y s) $ yzsnrs)

LECATION(S] (=izc.,riocR, 2ocw) =z : SUPLICATED ELsTaenet
uilding G lst floor ’ * 22xNCY €2 erwicz)

ACIZIES RESTEICTICNS d v=s C nc
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. .
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) ‘1. DEFARTMENT [AGENCY . 2. DlviIsian . 3. LNIT

. : ) . . C .. ,

‘Dept. Pub Safety & Corr Services Data Services Division Central Reposito y

A GRCUP QOF RELATED RXCTRLS NCPMALLY pFiLed
CEFINITICN-RECCRD SERIES- !
REFEREZNCY AS XELL AS RITENTICN AND BDismes

ANC USED AS A UNIT FoR
I1TICN proasnore

4. RECSRD SERIES TITLE ) ) ) 5. EARLIEST YEAR/LATEST YEAR
! Statistical reports _ : . . 1987 ~ 1990

- -___.,1

BRIKEFLY CESCRIBZ THE TYPEZ CF -1 .
6. FECCRD SERIES DESCRIPTION | ! = semjes. = INFCRMAT XON/ECCJ}P\(Tslrca_-S roune
: IN 'ﬁ"..: =

INCLUCE THE PURPQSIE ‘GR FUNCTION CF THE szries
i ' Productinn sheets, daily, monthly statistical activity sheets, telephone logs,
l for use on monthly and yearly statistical report.

7. RECTRD SERIES FORMAT(S) 8. RECCRD SERIES SSaLTNCE - 9. VCLLME )
£ LETTER Si= O MICRCFILM C ALPHAEETICAL £ FILE C=ATER(S])
C MICRCFILN RSZL(S)
€ recar SIZE O COMPUTER TAPS C NOvERICAL 4 C comPUTER TAPE(S)
NOMBESR
T =D BocK GC FLOPEY ClsK Xc—mcmczw : C CTHER(SPICIFY)
. T AaTio TAPE C vicec TaPs C czccraPHICAL _.
10, ANNUAL ACQTL2ALATICN
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C MICRCFiM REZL{S|
RCRBER = COMPUTER TAPZ(S|
C omreoiezmiev)
- riLz 1s useEd ) 12. Fliz eecoves InacTIVE AFER
£ - , .
calILY C sZ==ay Lo HLY 6 70 . /E( MSTH( S S YEAR!S;
11. CURFENT LOCATION(S) (EL=G.,FLOCR, BoCH) 12, 1Is F."-.‘-::P.': SERIZS CLPLICATED ELSTIE==?
MSP Hqs, Bldg. G tir yzs, sepzciry soExcy cr crvizce)
Room 101,1 st floor : T Yzs fxNo :
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17, 1S AN INCEX SYSTEM USZDT (1r YES. =0 PLA (N
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406- Letters-Visa and Immigration Record Check Request copies with
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fafed e ' -
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Area

14. IS ESCSAD SERISS SUPLICATED ELSTRR=RS?
f1r y==, sereciry o,
C y=s XX no

gexey er crricz)

'S. ACIZSS RESTRICTICNS Xvzs  c©no
(1" yes, ci7z tamis) & mrRecuiatien(s!}

Article 27, 742 to 753, Title 12

15, ALTIT RESCIR==NTS

Q0 nens K statz X pzozza € noeroaenT
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C yEs XX No

18. . RSC‘:.mED PEETENTION . _
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) with Privacy and Security Laws.
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. 0ffice Secretary I
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4. RECORD SERIES TITLE
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$. RECCRD SZRIES DESCRIFTION (BRIXFLY CESCRIRS THE TYPXS OF INFCRMATION/ZCC
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..vv'rs/rcm rouNe
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NUMAazZR
C eclrid BoCK O FLOPPY DIsSK XX c=encrcetiaan "~ € CTHER(SPECIFY]
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X% oalLy 0 wEE: C wesmay 1 R N Xd
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Cyes XX No . : with Privacy and Security Laws.
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Office Secretary I ‘
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LASTER S e, SeSRS\STIIIFY, {rl'-s CRATZR( S|
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= ey T T I iR —_r—— - —
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PATA ENTRY/ FINGERFIINT SEZTICN S y=s s

SIFY scENeY 22 crrio=)

NS 1. AT U IR =T

ACJZIES ReEsSTRICTICONS C y=s C N

(17 Y25, civ2 Laris).& me=:-

IS AN INCEZX SYSTEZM ==z (4, YZS. B3N
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1. DEFARTMENT/AGENCY 2. DlYVISISN

DEPARTMENT OF PUBLIC SAFETY - |3 war. |
e AND CORRECTTONAL SEUTCES DATA SERVICES . C.J.1.S.-CENTRAL REPOSITOF

A QRCUP» CF PEZiATED $ o ] ' -
ZFINITION-RECZSRD SEZRIES- RECSRES NCPMALLY piiss anc ve=

SEZ AT A wNiIT rx

RETERSNCE AS wELL A3 RETENTION ANZ Blemcsierew Suimipaie
4. RECSRD SERIES TITLS . ) 5. EamlEst yes /u.gs— ey
422 - ROPE FILES . 43’ ™ (990
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- C MIC2z7ilN R=zL(S]
S L=z SIT= € comPoTzz Tare ¥ TIlcaL g o
_2 T vz TA.F"‘S}
No<azn
.: XU CCK T FLCPRY sisx C c=moaclzcican ~ CTHER | SFEIiFY)
S ALTIC TAPET T vize: Tise C czccmAruIcaL
13, AN{aL AcziavaaTicN
S CTrI=|SPECiFY) S CTrE=E|{SPEziFy] Z FiLs T3S
C Micacr:iiM r-_-z;(s;
RCREER T cowroT=z TARS(S)
L A~ r=coe=1v"
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\A -
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faiz C:lt.g’l F (./lQ"'.f.".i:lt. Sczcian Z y=s K‘.{C
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Atteclz 27 §§ 742 - 7353 = - e !
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SLETTER S1= C MicetriLy Cracu=vTica '{LE CEATEZR(S)
- - C Mic=crilx mzzils,
- LIzl SIZ= I coavmTIE Tase C so==rcas 2 i s mrmen
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S ALTIC TAPT T vipEs Tase C czoomarsican
P3. ANDGIRL AZZLMATATICON
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CoRFINT LSTATICN(S) (zi-ma, F-IKR, AoIN) 14. IS Ezz==- SIRIZE CPLIgATIS pLsTEEE
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